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To: 


Washington  Finance  ?^iid  Accounts  Division 
Chiefs,  Regional  ?isC'T,l  Divisions 


From : 


H«  0.  Kart,  Chief,  Accounting  Management  Section 
Fina,nce  ?iid  Accounts  Division 


Subject:    Preparation  of  the  Cumulative  Report  of  Expenditures, 

Obligations  ^jid  Reimbursements  by  Appropriation  ?ind  Limitation 


Effective  immediately,  the  following  procedure,  which  has  been  devised, 
will  be  followed  by  the  Washington  Finance  and  Accounts  Division  nnd  the 
Regional  Fiscal  Divisions,  in  obtaining  pnd  reporting  to  the  Chief,  Control 
and  Reports  Section,  Finance  and  -Accounts  Division,  Washington,  D.  C,  the 
essemtial  information  which  is  necessary  in  the  preparation  of  Budget- 
Treasury  Form  3» 

The  Allotment  Ledgers  ajid  the  Administrative  Expense  R^eports,  Form  FDA-^S3 
tp3ien  therefrom,  do  not  present  all  the  information  necessary  for  the  pre- 
paration of  the  monthly  Summary'"  Raport  on  Status  of  Appropriations,  Form  3» 
Budget-Treasury  Regulation  No.  1,  Revised,  describes  apportionments  and 
various  reports  on  the  status  of  appropriations  which  must  be  prepared  by 
the  Control  and  -^^eports  Section  in  Washington.    Further  information  is 
also  contained  in  Budget  ajid  Finance  Circular  550 »  Supplement  1,  and 
Budget  and  Finajice  Circula.r  o9^«    Particular  attention  is  directed  to  the 
following  sections  of  Regulation  Ho»  1: 


Part  I  - 


General  Requirements 

Section  2  -  Terminology 

Section  3  -  C/oncept  of  Obligations 

Section  U  -  Sources  of  Data  Included  in  R.exx5rts 

Section  5  -  Adjustments  of  Projected  Obligations 


Part  III 


-  Instructions  for  the  Prepa.ration  and  Submission 
of  Reports  on  Status  of  .Vppropria.tions 
Section  S  -  Report  on  the  Sta/bus  of  Appropria- 
tions, Form  3 


Part  VI  -  Illustrative  Reports 

EiKhibit  C  -  Monthly  Summa.ry  Report  on  Status  of 
App  rop  ria  t  ions 


After  the  close  of  e.-^ch  month  the  Cujnulative  Rexoort  of  Expenditures,  Ob- 
ligations, and  Reimbursements  by  Appropria.tion  and  Limitation,  Exhibit  C, 
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is  to  "be  prepared  in  duplicate  and  as  many  additional  copies  as  may  "be  required 
lay  the  Chief  of  the  Regional  Fiscal  Division.    One  copy  should  he  forwarded  "by 
air  mail  to  the  UTashington  Control  and  Reports  Section  prior  to  the  fifth  day 
following  the  month  of  the  report.    If  not  forwarded  hy  that  time,  the  informa- 
tion shown  in  column  3»  10  find  12,  should  he  submitted  hy  wire  and  a  copy  of 
the  typed  report  should  "be  forwarded  as  confirmation  of  such  wire. 

The  form  of  the  Cumulative  Heport  of  Expenditures,  Obligations,  and  Reimburse- 
ments by  Appropriation  and  Limitation,  presented  herein  as  Exhibit  C,  was  de- 
signed to  fulfill  refiuirements  of  Section  U  of  Regulation  1,  quoted  in  part 
as  follows: 

"*  *  *,  the  data  reported  by  any  agency  shall  be  compiled 
on  the  basis  of  the  accoiinting  records  of  the  respective  agency 
or  shall  be  susceptible  to  ready  reconciliation  therewith." 

It  will  be  noted  from  Section  5  of  Regulation  1  that,  "The  amounts  to  be 
reported  under  this  Regulation  as  'obligation  incurred'  will  represent  only 
that  portion  of  the  obligations  which  have  matured  to  the  end  of  the  period 
for  which  the  reports  are  prepared."    The  Allotment  Ledgers  reflect  Unliqui- 
dated Encumbrances,  which  in  certain  cases  (i.e.  01  Personal  Services;  0^ 
Communications  Services,  portion  applic?<ble  to  telephone  services  -  other; 
05  -^nts  and  Utility  Services;  07  Other  Contractual  Services)  are  projected 
beyond  the  end  of  the  period  for  which  obligations,  as  referred  to  herein,  are 
to  be  reported. 

It  should  also  be  noted  that  Allotment  Ledgers  reflect  cuiiiulative  obligations 
for  which  liquidation  is  usually  made  in  a  subseouent  fisca.1  year;  however, 
the  Report  on  Status  of  Appropriations,  ?orm  3f  requires  that  obligations  of 
the  current  fiscal  year  appropriation  shall  be  reflected  separately  from 
transactions  of  prior  fiscal  year  appropriations.    The  Cumulative  Report  of 
Expenditures,  Obligations  and  Reimbursements  by  Appropriation  and  Limitation, 
Exhibit  C,  has  been  designed  so  that  such  information  may  be  obtained  from 
basic  records  with  a  minimum  of  effort. 

Comments  on  the  form  of  the  Cumulative  Report  of  Expenditures,  Obligations  and 
Reimbursements  by  Appropriation  and  Limitation,  Exhibit  C,  and  the  preparation 
thereof  is  presented  hereunder. 

Column  1  -  List  the  accounting  symbol  of  each  appropriation  and  limitation 
currently  being  accounted  for  by  the  Regional  Fiscal  Division  as 
required  by  paragraph  3,  Section  S,  of  Regulation  No.  1.    IJote  that 
funds  have  been  arranged  by  fiscal  year  for  ea.se  in  acbstracting 
information  from  the  Allotment  Ledgers  or  Adrainistrative  Expense 
Reports. 

Column  2  -  This  column  is  to  be  used  for  the  dual  purpose  of  reflecting 
the  unobligated  balance  of  prior  fiscal  year  allotments  as  at  the 
beginning  of  the  current  fiscal  year  and  also  the  total  amount  of 
allotments  for  the  current  fisca.l  year.    The  "Unobligated  Balance 
of  Rrior  Eiscal  Year  Allotments"  should  be  taken  directly  from  the 
Limitation  Control  Sheet  of  the  Allotment  Ledger  as  of  the  close 
of  the  previous  fiscal  year.    Note  that  for  prior  fiscal  year 
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appropriations  aJnounts  in  -this  column  should  remain  unch.-^nged 
during  the  year. 

Column  3  -  -^-eimhursements  as  reflected  in  this  column  should  include 
only  those  received  during  the  current  fiscal  year.    The  amount 
sho'tvn  in  this  column  -.vill  he  used  hy  the  Control  and  Heports 
Section  for  column  U  of  the  Report  on  Status  of  Appropriations, 
Torm  3»    Note  tha.t  Regulation  No.  1  defines  appropriation  refunds 
as  follows: 

"Amounts  recovered  which  were  previously  expended  in 
error  from  an  appropriation  or  fund.    These  items,  such  as 
recovery  of  a.  salary  overpayment,  are  not  to  be  included  in 
reiijihursements  hut  are  to  "be  treated  a.s  reductions  of 
expenditures.    This  also  includes  transfer  and  counter 
warrant  credits  to  correct  erroneous  appropriation  charges." 

Provision  has  "been  made  in  Section  L,  Page  9»  Description  of 
Allotment  Ledger  Acco^onts  in  Procedure  and  Accounting  Manual 
effective  July  1,  19^3  ^'or  the  recording  of  such  items  as  de- 
ductions in  the  "Audited  Vouchers"  column. 

Appropriation  Reimhursement  is  also  defined  in  Regulation  No.  1 
as  follows; 

"Amounts  represented  hy  collections,  other  than 
refunds,  for  commodities,  work,  or  services  furnished  or 
to  he  furnished  he-tween  appropriation  or  to  an  individual, 
firm,  or  corporation,  which  collections  are  covered  or  are 
to  he  covered  into  the  Treasury  as  repayments  to  an  appropria- 
tion or  working  fund.    This  also  includes  ajnounts  represented 
hy  transfer  ajid  counter  warrant  credits,  other  than  appro- 
priations refunds  as  previously  defined. " 

Appropriation  Reimbursements  as  defined  above  should  be  distinguished 
between  appropriation  receipts  as  is  also  defined  in  Regulation 
No.  1. 

In  case  reimbursements  as  recorded  on  the  Allotment  Ledgers  are 
not  in  accordance  with  the  above  definition,  the  Cumula.tive  Report 
of  Expenditures,  Obliga.tions,  ajid  Reimbursements  should  be  ad- 
Justed  and  notated  accordingly  as  explained  in  a  subseouent  para- 
graph.   The  Allotment  Ledger  will  be  in  accorda.nce  for  fiscal  year 
19^^. 

Column  k  -  This  is  a  total  of  columns  2  and  3  for  use  in  computing  the 
amounts  reflected  in  colunn  I3  -  Unobligated  Balance. 

Column  5  p:n.d  6  -  Amounts  reflected  in  these  columns  may  be  obtained 
directly  from  the  Ad-ninistrative  Expense  Reports  as  at  the  date  of 
the  report  and  as  at  the  close  of  the  previous  fiscal  year.  In 
case  of  records  maintained  in  accordance  with  prior  procedure  for 
prior  fiscal  year  appropriations  it  will  be  necessary  to  add  the 


"Commitments"  and  "Qlsligations"  coliorans  to  obtain  the  total 
Unliquidated  EncumlDraXLces  or  Obligations.    The  difference  between 
columns  5        6  represents  the  net  chajige  during  the  current 
month  in  Unliquidated  Obligations  ;vhich  is  reflected  in  column  S» 

Amoxints  in  colimn  6  should  remain  unch??jiged  during  the  fiscal 
year. 

Column  7  -         current  year's  fund,  amounts  of  Unlio^ui dated  Sncum- 
brances  must  be  reduced  for  amounts  of  encumbrnnces  projected 
beyond  the  d^,te  of  the  report.    In  order  to  obtain  information 
for  this  column,  it  is  necessary  to  m^ijce  a  careful  analysis  of 
the  Unliquidated  Sncumbmnce  file  in  order  to  adjust  Unliquidated 
Encumbrances  to  a  basis  of  Unliquidated  Obligations  as  explained 
in  iiegulation  No.  1,  Section  3  -  Concept  of  Obligations. 

.  All  Regional  Fiscal  Divisions  and  the  Adiainistrative  Accounting  Section 
in  Washington  are  cautioned  to  constantly  review  and  analyze  the 
Unliquidated  Encumbrances  to  determine  that  no  funds  are  encum- 
bered for  Tifhich  no  obligations  will  be  incurred.    The  Liquidation 
Clerk  should  maintain  constant  contact  ;?ith  the  various  Divisions 
and  Field  Offices  who  have  submitted  encumbrance  documents  in 
order  to  obtain  a  Request  for  Change  in  Encumbrance,  Form  FDA-509i 
to  cancel  any  portion  of  a  prior  encumbrance  which  will  not  be 
required.    Generally  most  monthly  Enc'jjiibrsnce  Bequests  should  be 
liquidated  in  the  following  month. 

TVhen  all  postings  have  been  made  for  a  month  to  the  Allotment 
Ledger  Accounts  by  appropriation  and  limitation,  immediately  see 
that  all  Unliquidated  Encumbrances,  Form  FDA~50S,  are  filed  by 
appropriation  ajid  limitation,  by  Letter  of  Authority  number.  A 
file  should  be  maintained  for  .02  Travel  and  one  for  All  Other, 
.03-. 09  inclusive.    Determine  the  amounts  to  be  recorded  in 
column  7»  "Exhibit  C,"  by  use  of  a  "Blotter"  and  by  process  of 
elimination  as  follows: 


11 


Sample  Blotter"  12-lll/Uo026 (38* 3) *695 


Deduct  known  Supplemental  Pay  Bolls 


10/31/^3  Unliquidated 


Obligations 


$  U69.S56.i5 

1,81^.15 

$  468,0^2.00 


Deduct  Pay  Boll  Oct.  29-30,  19^3 


•  8,000.00 
2460.0^2.00 


Deduct  Unliouidated  Obligations  for  Travel 
applicable  to  period  of  this  report 


13.000.00 
$  U1+7,0U2.00 


Deduct  Unliquida.ted  Obligations  for  Contractual 
Services  applicable  to  period  of  this  report 


2.000.00 
^  042.00 


By  making  computations  monthly  in  the  above  manner,  Unliouidated 
Obligations  as  reflected  by  the  "Blotter"  will  be  the  most  accurate 
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o"btainal3le  for  En cw-iId ranees  projected  teyond  the  period  of  the 
report. 

«01  Personal  Services 

Procedure  and  Accounting  iVianua.1  effective  July  1,  19^3  prescrilDes 
the  posting  of  Audited  Vouchers  as  DislD -or senents.    All  pay  rolls 
for  each  month  tvill  have  been  posted  prior  to  the  end  of  the  month. 
In  case  the  last  pay  period  in  the  month  ends  on  other  than  the 
last  day  of  the  month,  it  will  "be  necessary,  "by  making  use  of  the 
last  semi-monthly  pay  rolls,  to  compute  "by  appropriation  and 
limitation,  the  amount  of  money  required  to  the  end  of  the  report 
period.    The  amount  so  determined  vdll  iDe  deducted  from  the  total 
Unliquidated  OTDligations  as  sh0T;n  on  Appropriation  or  Limitation 
Control.     (Ahove  entry  to  "Blotter"  only.)    Ascertain  from  the 
Pay  roll  Section  the  amount  of  money  involved  in  any  then  kno-wn 
supplemental  pay  rolls»  which  amount  will  also  "be  deducted  (from 
"Blotter"  only) . 

*02  Travel 

Oh  tain  from  the  Allotment  Ledger  \ccounts  for  each  appropriation  and 
limitation,  the  amount  of  Unliq[uidated  O'oligations  as  sho\7n  under 
•  02  Travel.    Withdraw  from  the  file  all  Unliquidated  O"bliga,tions 
for  tra.vel,  S'orm  Fi}A-508,  Encum"brance  Heouest.    Analyze  same  care- 
fully (See  Budget-Treasury  Regulation  Ho.  1  Revised,  Section  3i 
Concept  of  O^bligations,  Page       Travel)  to  determine  what  amount 
is  applica"ble  to  subsequent  month.    Hun  a  tape  "by  appropriation 
and  limitation  of  all  amounts  OTHSR  th,an  those  applicable  to  a 
subsequent  period,  and  deduct  same  from  the  total  Unliquidated 
Obligations  as  shown  on  Allotment  Ledger  Accounts,     (^.bove  entry 
to  "Blotter"  only.) 

.03-. 09  All  Other 

Obtain  from  the  Allotment  Ledger  accounts  for  each  appropriation 
and  limiti5,tion,  the  amount  of  Unliquidated  Obligations  as  shown 
under  .03-.09,  All  Other.    lYithdraw  from  the  file  all  Forms  FDA-50g, 
Encumbrance  P-equest,  which  have  been  used  in  setting  up  an  obli- 
gation for  any  contractual  service.    Analyze  same  carefully,  and 
make  a  recapitulation  by  appropriation  and  limitation  of  the 
amount  of  money  appearing  as  Unliquidated  Balance,  which  is  re- 
quired to  meet  the  terins  of  the  contract,  to  the  end  of  the  period 
of  the  report,  plus  one  month  to  cover  possible  Hotice  of  Cancel- 
lation,  (See  Budget-Treasury  ilegalation  No.  1  iievised,  Section  3» 
Concept  of  Obligations,  Page  ^,  Bents) .    By  deducting  all  such 
amounts  from  the  total  Unliquidated  Obligations  as  shown  by  the 
Allotment  Ledger,  you  have  reduced  same  to  a  figure  which  repre- 
sents only  obligations  which  have  been  projected  beyond  the  per- 
iod of  the  report.     (Above  entry  to  "Blotter"  only.) 

Column  g  -  Amounts  to  be  reflected  in  this  column  are  to  be  computed 
by  deducting  columns  6  and  J  from  colunn  5«    S'or  prior  fiscal  year 
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funds,  the  ajnoiint  to  "be  reported  should  "be  a  negative  amount  as 
such  funds  are  no  longer  avail?»'ble  for  obligation.    Under  prior 
procedure,  ho;7ever,  all  obligations  ivere  not  recorded  as  of  the 
close  of  the  fiscal  year;  therefore,  obligations  applicable  to 
prior  fiscal  year  funds  may  increase  during  the  current  fiscal 
year. 

Columns  9  ^t.nd  10  -  Amounts  to  be  reflected  in  these  columns  should  be 
obtained  directly  from  the  "Audited  Vouchers"  col-uran  of  the  Limi- 
tation Control  Sheet  of  the  Allotment  Ledgers  or  from  the  Adminis- 
trative Expense  Heports»    In  case  of  prior  fiscal  year  funds  T,'hich 
are  maintained  under  former  procedure,  the  amounts  of  audited 
vouchers  are  represented  by  the  "Paid"  columns  of  the  Allotment 
Ledgers.    See  also  foregoing  comments  under  coltomn  3»    •'^^laounts  in 
column  10  should  remain  constant  during  the  entire  fiscpJ.  year. 

Column  11  -  The  difference  between  columns  9  and  10  represents  the 
expenditures  during  the  current  fiscal  year  which  amomts  are  re- 
quired by  the  Control  and  Heports  Section  for  column  10  of  the 
Beport  on  Status  of  Appropriations,  Ponn  3» 

Column  12  -  The  total  of  expenditures  during  the  current  fiscal  year 
as  computed  in  column  11  and  the  current  fiscal  year's  changes  in 
Unliquidated  Obligations  as  computed  in  column  g  represents  the 
total  Obliga,tions  Incurred  During  Current  fiscal  Year  as  required 
to  be  reported  by  the  Control  and  Reports  Section  on  the  Report 
on  Status  of  Appropriations,  Form  3« 

Column  13  -  Amounts  to  be  reported  in  this  column  represent  the  dif- 
ference between  columns  ^  and  12.    The  "Unobligated  Balance"  as  used 
in  this  report  reflects  amounts  available  for  expenditure  to  liqui- 
date existing  unrecorded  obligations  of  prior  fiscal  year  funds, 
or,  with  respect  to  current  fiscal  yearns  funds,  the  amount  which 
may  be  obligated  during  the  remaining  portion  of  the  current  fis- 
cal year*    The  Unobligated  Balances  as  reported  by  the  Control  and 
Reports  Section  on  the  Reports  on  Status  of  Ap  propriations,  Form  3» 
is  currently  being  computed  for  the  consolidated  report  but  the 
amounts  correspond  to  those  required  to  be  reported  by  the  Regional 
Fiscal  Divisions. 

In  the  preparations  of  the  Cumulative  Report  of  Expenditures,  Obligations 
and  Reimbursements  by  Appropriation  and  Limitation,  special  care  should  be 
taken  to  reflect  desired  information  in  columns  3»  H         12.    If,  for  any 
reason,  the  Limitation  Control  Sheets  of  the  \llotnent  Ledgers  fail  to 
present  a.ccurate  infoimation  as  required  herein,  the  amounts  submitted 
on  this  report  may  be  adjusted  with  a  reference  following  the  adjusted 
amount  and  full  explanation  at  the  foot  of.  the  report  a.s  to  the  axiounts 
reflected  by  the  Allotment  Ledgers  and  the  reasons  for  reflecting  differ- 
ent amounts  on  this  report.    Instances  in  which  such  correction  would 
be  necessary  include?     (l)  The  erroneous  recording  of  a  refund  as  a  reim-^ 
bursement,   (2)  Failure  to  record  all  obligations  incurred  to  the  end  of 
the  period  on  the  Allotment  Ledgers,   (3)  Amounts  of  expenditures  made 
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from  improper  funds  on  -which  correction  has  not  "been  effected  "by  the  re- 
cording of  Form  1097* 

Careful  review  of  the  report  prior  to  typing  nay  disclose  ohvious  errors 
which  should  he  corrected  prior  to  submission  to  the  Control  ?nd  Reports 
Section. 


Attachment 


B-73 


